AIR FORCE SCHOOL HEBBAL, BANGALORE
Split of Syllabus 2019-2020

	SLNO
	Month
	TOPIC
	No of Teaching Period
	Learning out comes

	1
	April
May
23
	Communication Skill-I
Introduction:
Communication Cycle
Effective Communication, Barriers to Communication, Overcoming the Barriers
SWOT Analysis
	21
	

	2
	June
8
	Writing skill, Phrases, Kinds of sentences, parts of sentence, Parts of a speech, Use of Articles, construction of paragraph. 
	7
	

	3
	July
26
	Self Managements Skills-I, Introduction Self Management, Positive Results of self Management, Self Management skills, self Confidence, Positive Factors of self confidence, self Confidence Building Tips.
	25
	

	4
	Aug
25
	Basics ICT Skills. Introduction. Role and Benefits of ICT, Benefits of ICT in Education, Benefits of ICT in Health Care, Benefits of ICT in Governance, Benefits of ICT in Business, Benefits Design and Manufacturing Benefits of ICT in our Daily Life., ICT Tools Mobile Phone, Tablet, Radio, Television, Email.
	24
	

	
	Sep
23
	Internet. Application of Internet, Web Browser, Websites and web pages. Email Applications, Email Accounts, Sending and Receiving Email.
ENTERPRENEURIAL SKILLS: Introduction. Role of Entrepreneurship, Entrepreneurial Process. Entrepreneurial Skills,
	21
	

	5
	Oct
18
	GREEN SKILLS-I. Introduction. Introduction to Environment, Relationship between society and environment, Ecosystem, Natural resource conservation, environmental protection and conservation, Green economy, importance of green economy.
	17
	

	6
	November
24
	Introduction to IT-ITeS industry. Expanding economy to propel growth in local demand for export from new verticals. Indian IT firms have Delivery centres across the world and are well diversified across verticals such telecom and IT related.    
	23
	

	7
	
December
17
	Data Entry & Keyboarding Skills.
Mastering Typing. Basics of Touch Typing. Rapid Typing A software for touch typing. Viewing and Analyzing statistics. Working with lesson editor, Creating a new course, Creating and Adding a New Lesson.
	16
	

	8
	
	Digital Documentation: 
Finding and replacing text, Creating list of items using bullets and numbering, aligning, view of a document, printing document,  creating a table.  Previewing a document, Adjusting its margins and orientation.

	
	

	9
	January
25
	Spread Sheet (Basic).  Performing Basic calculation, subtraction, multiplication, division, Inserting column and Row. Formatting cell content, Customizing the interface Managing worksheets in workbook. Printing a worksheet.
	23
	

	
	
	Digital Presentation.  Introduction to digital Presentation. Basic Element of a slide, User interface of Ms PowerPoint 2010,  Starting MS PowerPoint, Creating, Saving and Closing Presentation, Creating a simple presentation, Adding Titles/Subtitles, Viewing a presentation, Editing text in a presentation, Changing Background colour of the text, inserting image in a  presentation, adding shapes in a presentation, Adding Watermark in a presentation, Presentation themes, Arranging, deleting and adding slides, arranging slides adding a new slide deleting a slide, adding Header and Footer Using slide master, printing a presentation.
	
	

	10
	February
24
	Email Messaging (Basic) Introduction Basics of a Email, Email address, services, message format, creating an Email Account with Gmail.com, creating an Email account with Outlook.com, Linking Email Account to Email Application, Writing and Email Messaging, receiving and responding to Email messages, Formatting and performing spell check on an Email Messages, Attachment a file to an Email message, using Help, Printing an Email message, adding an Email message, adding and modifying a contact.
	22
	



















 
PART A: EMPLOYABILITY SKILLS 
Unit 1- Communication Skills 
Unit 2- Self-Management Skills 
Unit 3- Basic ICT Skills 
Unit 4- Entrepreneurial Skills 
Unit 5- Green Skills 
PART B: 
Unit 1- Introduction to IT-ITeS industry 
Unit 2- Data Entry & Keyboarding Skills 
Unit 3- Digital Documentation 
Unit 4- Electronic Spreadsheet 
Unit 5- Digital Presentation 
PART C: PRACTICAL WORK 
Practical Examination 
Written Test 
Viva Voce 
PART D: PROJECT WORK / FIELD VISIT 
Practical File / Student Portfolio 
Viva Voce 


